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INTRODUCTION

The purpose of this user’s guide is to give step by step instructions for clients to
access the on-line feature of the Child Nutrition (CN) Payment Center. Because the
CN Payment Center is Internet accessible, there are USDA and Food and Nutrition
Service security measures in place to make sure that system users are authorized
to use the system. These security procedures must be completed before getting
access to the system. NOTE: That there are two separate components in
receiving access to the online system.

One component is the eAuthentication, which is a secure gateway that is used by
anyone conducting electronic business with any agency within USDA. NOTE: This
organization works separately to secure the safety and privacy of each individual’s
access and can only answer any questions and concerns related to the
eAuthentication process.

Another component is the Child Nutrition (CN) Payment System. This system
allows claims to be entered electronically along with other administrative
procedures. The on-line entry of claims is easy, efficient and improves the speed
and responsiveness of the claim in comparison to the paper claims process. NOTE:
This system is part of the FNS and any questions and concerns related to the CN
Payment System can only be recognized through the FNS and not through
eAuthentication.

This section of the guide explains how to complete the eAuthentication
requirements in order to receive the necessary credentials to access the Child
Nutrition Payment System.

Please note that a FNS 674 “Computer System Access Request Form” should be
filled out and mailed to the Food and Nutrition Service as soon as possible. A blank
form is attached to the second section of this guide, and can also be downloaded
from the Child Nutrition Home Page at this address - http://roap.fns.usda.gov



Step 1: Go to
http://www.eauth.egov.usda.g

ov

Step 2: Click on “Create An
Account Page”

Step 3: Click on “Level 2
Access”

United Slates Depariment ol Agriculture
USDA (ot A0
aam USDA eAuthentication

i ContactUs : Service Centers

[ Quick Links
& What is an account?

eAuthentication

(3 it nt P . .
Creata an accou UsSDA ehuthentication is the system used by USDA agencies to enable customers to obtain

* Update your account accounts that will allow thern to access USDA web applications and services via the Internet, This
5 includes things such as submitting forms electronically, completing surveys online, and checking
B k'é':czrﬁemﬂ“m 1o your the status of your USDA accounts,

Please note that USDA will anly accept eAuthentication Accounts from individuals.

Administrator Links

Currently USDA eAuthentication does not have the mechanism to issue accounts to businesses,
corporations or other entities,

I Local Registration
Authority Login

© To apply for a USDA eAuthentication Account, please visit the Create An Account Page.
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USDA.  united States Department of Agriculture
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Home : About eAuthentication: Help | Contact Us : Service Centers

{ Quick Links Create an Account

b What is an account?

& Create an account

I Update your account )
If you are a USDA Federal Employee , you should visit the USDA Employee Create an

4 k'::czrﬁemﬂﬂte 1o your Account page to create a USDA eAuthentication Employee Account,

What Level of Access do you need?

If you are a customer {non USDA Federal Employee) of USDA , vou should answer the
following questions to determine the type of account you will need:

Administrator Links

& Local Registration 5 5 -
Authority Login would you like to interact with the USDA doing the following

: & Conducting official electronic business transactions via the Internet?
®  Entering into a contract with the USDA?
®  Submitting forms electronically via the Internet with a USDA agency?

If you answered YES to 1 or more of the questions, you will need to register for an
eAuthentication account with Level 2 Access,

If yvou already have an account with Level 1 Access, log into your profile and apply for Level 2
Access,

Wwould you like to interact with the USDA doing the following?

®  Customizing a Web portal page for specific information about USDA agencies?
®  Obtaining general information about a specific USDA agency?

®  Participating in public surveys for a USDA agency?

If you answered YES to 1 or more of the questions, you will need to register for an
eAuthentication account with Level 1 Access.

eAuthentication Horme | USDA qov | Site Map
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Step 4: Fill in all required
information fields

Note: User ID must contain 6-20
characters, and may only contain
letters and numbers. User ID is not
case sensitive.

Note: Password must contain 4-10
characters and one must be
numerical.

Note: Keep a record of User ID
and Password

Note: First and Last name must be
entered exactly as they appear on
the government-issued photo 1D
that will be presented at the Local
Registration Authentication Center
(LRA).

Step 5: Click on “Continue”

USDA united States Depariment of Agricuiture
Zam USDA eAuthentication

Home | About eAuthentication: Help i ContactUs | Service Centers

i Quick Links Create an Account

I What is an account?

Form Approved - OMB Mo, 0503-0014

Level 2 Access
(3 nt
SpEERiaaceel Step 1 of 4: User Information

Create an Account Help

I Link a Cerificate to your
Account ¥o If you are a USDA Federal Employee, click Employee Create an Account to continue with the

USDA eAuthentication registration process,

Administrator Links

Public customers should complete the information below to create a USDA account, Please read
I Local Registration the efuthentication Privacy Act Statement and Public Burden Statement for more
Authority Login infarmation on how your personal information will be protected.

‘&l required fields are marked by an asterisk {*). Enter your first and last name exactly as it
appears on your government issued photo ID {e.g. state driver's license),

User ID*: JohnJaonesi

1] 4-10 characters

6-20 characters

Password®: [ 1]

Confirm Password*: sessnnne

First Name™*: John

Middle Initial: J

Last Narme™*: Jones

Home Address™: 36 J Drive

City*; Richmand

State®: Wirginia 5
Home Postal/Zip Code*: 23231

United States b

Email address must be valid to
complete registration

Country Mame®*:

Ernail*:

Confirm Ernail*:

Home Phone: () 501 | 0105

International Home Phone:
{if applicable)

Alternate Phone:

International Alternate Phone:
{if applicable)

C I ]
L ]

Mother's Maiden Mame*:

Tuck

4 digit PIN*: 1492 NOTE: You cannot Use a zero as the first digit

010171976 mrmdddyyyy
Click the Continue button to go to Step 2

“our Date of Birth*:

emuthentication Home | USDA gov | Site Map

Accessibility Staternent | Privacy Palicy | Non-Discrimination Statement | waw FirstGov.gov




Step 6: Verify personal
information

Step 7: Print and keep a copy
for your personal records

Step 8: Click on “Submit”

Step 9: Print and keep a copy
for your personal records

Step 10: Click on “Close
Window”

USDA United States Department of Agriculture
Zaamm USDA eAuthentication

el WS

{ Quick Links
& What is an account?

4 n account

F Update your account

I Link a Certificate to your
Account

Administrator Links

k- Logal Registration
Authority Login

Home | About eAuthentication: Help i ContactUs i Service Centers

Create an Account

Level 2 Access
Step 2 of 4: User Information Confirmation

werify your Level 2 access information.

Click the Back button to make changes or click the Submit button to create your account with
Level 2 access.

User 1D: Johnlonesi
Password: ** Not Shown **

First Mame: John
Middle Initial: ]

Last Marne: Jones
Ermail:

Home Address: 36 1 Drive
City: Richmond
State/Province: Yirginia
Home Postal/Zip Code: 23231

United States
102-501-0105

Country Marme:
Horme Phone!
Alternate Phone:
Mother's Maiden Marmne! Tuck

4 Digit Pin: 1492

Your Date of Birth: 0170171976

Please verify that your information is correct before clicking the Submit button,

USDA United States Depariment of Agriculture
Zaamm USDA eAuthentication

{ Quick Links
b What is an account?

> an account

 Update your account

I Link a Carfificata to your
Account

Administrator Links

» Logal Registration
Authority Login

* The User ID you created is ; JohnJonesl

Create an Account

Level 2 Access
Step 3 of 4: Print and Check Email

Please print this page for future reference.
Congratulations John Jones, only one more step to complete your initial registration!

You should receive a confirmation email within 1 hour from eAuthHelpDesk@usda.goy with the
subject line of "Activate Your USDA Account with Level 2 Access within 7 Days'

Step 4 is contained within this email. Please refer to the instructions in the email to
complete your registratoin.

The email address you provided is:
Level 2 access activation process:

1.Click an the email confirmation link provided in the email within 7 days. Be sure to follow the
instructions pravided in the confirmation email. If you do not click on the email
confirmation link within the required 7 days, your account will be terminated and
you will have to start the entire process over again.

MOTE: COnce you click the email confirmation link in the email, you will have an account with
limited access that allows you to review your account information online.

2.Go to the eAuthentication web site at www . eauth.eqov.usda.gov and click on "Update Your
account” link and login to review the account information you provided to ensure it is correct
(e.g. first name, last name, etc. are the same as your government issued photo ID).

3.Take vour government issued photo ID {e.q. state issued driver's license) and present it in
person to a USDA Local Registration Authority (LRA) for activation of vour account with Level 2
access, To find the nearest USDA Service Center office go to http:/foffices.sc.egov.usda.gov

MWOTE: Until a USDA Local Registration Authority {(LRA} activates your account with
Level 2 access, you will NOT be able to conduct official electronic business
transactions with the USDA via the Internet.

If after 24 hours you do not receive the confirmation email:

1.Check your email provider filters.

2.Checlc your personal email filter settings.

3.Contact the ITS Service Desk at eAuthHelpDesk@usda.gov or 300-457-3642, Please provide
your User ID, first and last name, and email address,

Close Window

Accessibility Statement | Privacy Policy | Mon-Discrimination Staternent | www.FirstGou, gou

eauthentication Home | USDA gov | Site Map
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Step 11: Wait 1 hour

Step 12: Log into your e-
mail account and open e-mail

from
eAuthHelpDesk@usda.gov

Step 13: Print and keep a
copy for your personal
records

Step 14: Click on
“ACTIVATE MY
ACCOUNT”

Note: Wait 20 minutes from receipt
of e-mail before activating account

(o Reply | 2 Reply Al | 1< Forward | 3 Delete | 552 Junk | 0% Put in Folder » | 55 Print Yiew | B9 Save Address

From : <efuthHelpDesk@usda, govs 4| F | X | [E2inbox
Sent ¢ ‘Wednesday, March 8, 2006 7:42 PM

To:

Subject ¢ Action Reguired: Instructions to Activate Your USDA Account with Level 2 Access

Level 2 Access
Step 4 of 4: Link to Account Activation page

Congratulations JohnJanest, you have successfully created a USDA eduthentication accaunt,
Before you can use your account with Level 2 access you must do the following:

Please wait approximately 20 minutes from the receipt of this email before you can activate your account with Level 2 access.
Activate your account within 7 days of the receipt of this email.
Click ACTIVATE MY ACCOUNT

R

MOTE: Once you click the activation link, you will have an account with limited access that allows you to review your account information online.

4. Go to the USDA eAuthentication web site at http:/ /'www.eauth.egov.usda.gov and click on “Update Your Account” link and login to
review the same account information you provided to ensure it is correct (e.g. first name, last name, etc. are the same as your govt.
issued photo ID). You can also review or update your account information by clicking UPDATE YOUR ACCOUNT.

5. Take your government issued photo ID {e.qg. state issued drivers license) and present it in person to a Local Registration Authority
(LRA) who can activate your account with Level 2 access. Most LRAs are located at a USDA Service Center office, to find the nearest
UsDA, Service Center office go to http://offices.sc.egov.usda.goy.

NOTE: Until a USDA Service Center Local Registration Authority {LRA) activates your account with Level 2 access, you will NOT be able
to conduct official electronic business transactions with the USDA via the Internet.

The User ID vou created is: JohnJones1
The email address you provided is:

Please print and retain this message for your future reference.

One hour after your account with Level Z access has been activated by the USDA Service Center emploves, you should have access ko conduct official electronic
business transactions with the USDA via the Internet,

The First time you use your account with Lewvel 2 access, you will be asked to update your password to the Level 2 access password requirements,
I wou need further assistance, please email the IT5 Serveie Desk at efuthHelpDesk@usda.gov or call G00-457-3642,

Please include the Following information in your email:

“our First and last name

‘our efuthentication User 1D

Indicate whether you are a public customer, federal employes, state, or district employes
I you are a federal employee, provide the name of your employing agency

The URL (web Address) of the Web site or application you were attempting to access
The text of any error messages and a detailed description of the problem

I wou have trouble accessing your activation link above, please copy and paste the Following link into your browser address bar:
"https: feauth.sc.egov.usda. govfeAuthfactivateUser . dofusername=1ohn Jones 1 fstr=19741 72519242 514261- 1 161327102121 1429291 4-1 22282 3- 1 1 274 72"

B | | e | | X | Enbox
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Step 15: Click on “Close
Window"

Step 16: Go to
http://www.eauth.egov.usda.g

ov

Step 17: Click on “Service
Centers”

USDA  united States Department o Agriculture
Zam YSDA eAuthentication

| Quick Links
I What is an account?

+ Create an account
I Update your account

I Link a Certificate to your
Account

Administrator Links

I Local Registration
Authority Login

Home : About eAuthentication: Help | Contact Us : Service Centers

Account Activation

Thank you, your account has been activated.
If you are a USDA Federal Employee, no further action is nesded,

Please wait approximately 20 minutes from the time of activation before using this account,

If you are a public customer {or a non-USDA Federal Employee) of USDA and are
applying for a USDA Account with Level 2 access, you will still need to visit a USDA
Service Center for identity-proofing if you have not already.

If you are a public customer {or a non-USDA Federal Employee) of USDA and are
applying for a USDA Account with only Level 1 access, no further action is needed.

Close dow

Accessibility Staternant | Prvacy Policy | Non-Discrimination Statement | www, FirstGou, gou

eputhentication Home | USDA.gov | Site Map
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USDA United States Depariment of Agriculture
=l USDA eAuthentication

[ Quick Links
& What is an account?

» Create an account

* Update your account

I Link a Certificata to your
Account

Administrator Links

& Local Registration
Authority Login

e =

: To apply for a USDA eAuthentication Account, please visit the Create An Account Page.

7N About eAuthentication Help | ContactUs | Service Centers |

eAuthentication

UsSDA efuthentication is the systemn used by USDA agencies to enable customers to obtain
accounts that will allow thern to access USDA Web applications and services via the Internet, This
includes things such as submitting forms electronically, completing surveys online, and checking
the status of your USDA accounts,

Flease nate that USDA will only accept eAuthentication Accounts fram individuals.

Currently USDA eAuthentication does not have the mechanism to issue accounts to businesses,
corporations or other entities,

Last Madified: 01/31/2006

Accessibility Staternent | Privacy Policy | Mon-Discimination Statement | www FirstGow, gov

eputhentication Home | USDA.gow | Site Map
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Step 18: Click on your state
(and region if applicable)

Step 19: Click on your city

ey e e s s e o

USDA scrvice Center Locator

USDA Service Centers are designed to be a single location where customers can access the
services provided by the Farm Service Agency, Matural Resources Conservation Service, and the
Rural Development agencies. This web site will provide the address of 3 USDA Service Center
and other Agency offices serving your area along with information on how to contact them.

Click On Your State

= 1Click on wour skabe

2l USDA Service Center Locator - County Map - Microsoft Internet Explorer provided by USDA NS

File Edt View Favorites Tooks Help

eﬁa(k - J B @ \/h piear(h *Favnntes @ veda E2) B- ,:_; ] - L‘J Q@3
Address @n P foffices. 5. egov.usda. atorjapp?setvice=page/Cou P frgiri ode=51 V‘ Gn

Links

USDA s¢vice Center Locator

Eastern Virginia Counties
Click on the map to select a county

Independent Cities Petershurg
Lexington Richmaond
Buenavista illiamshurg
Bedford Suffolk
fhig Chesapeake
Wirginia Beach
Emporia Morfolk I
Franklin Portsmauth
Colanial Heights Harnpton
Hopewell MNewport Mews

Foguoson

cester or]

~




Step 20: Contact one of the
offices to schedule an
appointment to meet with a
Local Registration Authority
(LRA) to complete account
activation for level 2 access

Note: Be sure to provide a valid
State Driver’s License, State Photo
ID, or other government issued
photo ID

Note: Information on ID must
match information provide for
eAuthentication account

Step 21: Wait 1 hour after
LRA activates account

Step 22: Log into your e-
mail account and open new e-

mail from
eAuthHelpDesk@usda.gov

Step 23: Print and keep a
copy for your personal
records

A USDA Service Center Locator - Service Center Summary - Microsoft Internet Explorer provided by USDA FNS

File  Edt Wiew Favortes Tools  Help

Q@ - () [%] [ (0 D seoch Flprovies @ iedo )

% @)@l 3

nudyass@” D ffoffices.se. egov.usda, ice=page/ServiceCentersummaryestate Code=518cnty=760

v B ks >

USDA

COURTLAND SERVICE CENTER
22313 MAIN 5T

COURTLAND, V& 23837-1026
(757) 653-2532

(757) 653-2201 fax

Rural Development { Area Office)

QUINTON SERVICE CENTER
2502 NEW KENT HWY
QUINTON, ¥ 23141-1735
(804) 932-4376

(804) 932-3438 fax

Farm Service Agency
Natural Resources Conservation Service

=am Service Center Locator
[ Toxt vorsion | Homa | Uso | rsa | s | Ro | Gomplta offce Lising |

Serving RICHMOND CITY Virginia

Service Genters In Other Counties

% Street Map
% Driving Directions

o Street Map
% Driving Directions

€] Done

74 start "B tbox - [ Eauth Marual - Mira,.. | 43 efuthentication Hom, ..

& Internet

A gy @8, 406

From : <eduthHelpDesk@usda, gov e

Sentk : Wednesday, March &, 2006 &§:47 PM

To:

Subject : ‘four USDA account has been granted Level 2 access

Caongratulations JohnJones1

official electronic business transactions with the USDA via the Internet,

business transactions with the USDA4 via the Internet.

web site ab hktp: !, eauth,egov.usda,gov,

Please include the following information in your emai:

Your first and last name

Your eAuthentication User 1D

Indicate whether vou are a public customer, Federal emplovee, state, or district emploves
Tf vou are a federal employee, provide the name of your employing agency

The URL {Wweb Address) of the Web site or application you were attempting ko access
The text of any errar messages and a detaled description of the problar

{aReply | 2 Reply All | < Farward | % Delete | 52 Junk | 25 Pukin Folder » | 2 Print Yiew | 5] Save Address

TF vou need Further assistance, please email the ITS Service Desk at eAuthHelpDeskiDusda. gov or call 00-457-3642,

4| ¥ | K| Enbox

‘ou have successfully completed the necessary requirements to update vour USDA eduthentication account ko Level 2 access. You now have the ability to conduct

One hour after your account with Level 2 access has been activated by the 1ISDA Service Center emplovee, you should have access ko conduct official electronic

The first time you use your account with Level 2 access, vou will be asked to update your password to the Level 2 access password requirements,

Yo can view or Update your account information by clicking UPDATE ¥OUR ACCOUNT, You can also access your account information from the LISDA efuthentication


mailto:eAuthHelpDesk@usda.gov

Step 24: Goto
http://www.eauth.egov.usda.g

ov

Step 25: Click on “Update
your account”

Step 26: Click on “Continue”

WWWL BAUCN, 200V, US03.00V

USDA United States Depariment of Agriculture
S USDA eAuthentication

-~
me About eAuthentication: Help i ContactUs | Service Centers

[ Quickc ke eAuthentication

& What is an account?

I Greate an nt e A q 9
Groata an accou UsSDA ehuthentication is the system used by USDA agencies to enable customers to obtain

b Updata your account accounts that will allow them to access USDA web applications and services via the Internst, This
includes things such as submitting forms electronically, completing surveys online, and checking

b Link a Certificate to your the status of your USDA accounts.
Account

Flease note that USDA will only accept eAuthentication Accounts from individuals,

Administrator Links

Currently USDA eduthentication does not have the mechanism to issue accounts to businesses,
corporations or other entities,

I Local Registration
Authority Login

: To apply for a USDA eAuthentication Account, please visit the Create An Account Page.

Last Modified: 01/31/2006

efuthentication Harme | USDA.gav | Site Map

Accessibility Staternent | Privacy Policy | Mon-Discrimination Statement | waw. FirstGov. gov
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USDA United States Depariment of Agriculture
S USDA eAuthentication

Home : About eAuthentication: Help : Contact Us : Service Centers

WARNING

Unauthorized access to this United States Government Computer System and software is prohibited by Title 18,
United States Code 1030, This statute states that: Whoever knowingly, or intentionally accesses a computer
without authorization or exceeds authorized access, and by means of such conduct, obtains, alters, damages,
destroys, or discloses information or prevents authorized use of {data or a computer owned by or operated for)
the Gavernment of the United States shall be punished by a fine under this title or imprisonment for not more than
10 years, or both.

WARNING

eputhentication Home | USDA.gov | Site Map

Accessibility Staternent | Privacy Policy | Mon-Discimination Statement | www FirstGow, gov
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Step 27: Enter User ID and
password

Step 28: Click on “Login”

Step 29: Enter old password
and create new password

Note: The new password will be
the one that will be used to enter
monthly claims.

Step 30: Click on “Continue”

[fpws. 50, eg0v.0sda, govisiterminderagent fdmstarmsflogin_main. oo 1Y PE=540044 345K EALMOID=16-dbehbed] - 3odr-4HE0-Ya 1 F-ahecU /db4r 1 btGULD=BSMALNTHREE

USDA  united States Department of Agriculture
Zl USDA eAuthentication

Home : Abcut eAuthentication: Help : Contact Us | Service Centers
CIEIRNT eAuthentication Login
& Creats an account

I What is an account?
User ID: JohnJones1 | 1'Want To...
& Update your account
i Link a Cerlificate to your pesswoed: © Change My Password
it

Accoun

., Reset My Forgotten
Password

Administrator Links

» Local Registration
Authority Login

eputhentication Home | USDA.gov | Site Map

Accessibility Staternant | Prvacy Policy | Non-Discrimination Statement | www, FirstGou, gou

tipws, sc.egov.usda, govisiteminderagent/pwegilz fsmpwservicescgi, exe? SMENC=UTF-82SMTOKEN={RC2 taSfr2GIhalBMx]vowssLKawLIFOz jPPRZdABSUL 25w Bl

USDA United States Depariment of Agricullure
Zmm USDA eAuthentication

Home : About eAuthentication: Help | Contact Us : Service Centers

{ Quick Links Change Password

+ What is an account?
Johnlonesl ,please change your current password before continuing.

& Create an account

I Update your account Passwords must be between 9 and 12 characters long.

5 Passwords must contain the following:
I Link a Certificata to your

Account ® At least 1 uppercase letter

® Atleast 1 lowercase letter
® At least 1 of the following non-alphabetical characters:

01 2 3 4 5 6 7
t Local Registration L # - $ % * o= + ;o 7

Authority Login ) et

: Passwords CANNOT contain the user's first name, last name, or userlD,
Passwords CANNOT contain dictionary words, spaces, tabs, or any other special characters not
listed abave.

Administrator Links

0ld Password or Temporary Password :

New Password : sssssssss

Confirm New Password : LITITTITTT )

Clear Form

eputhentication Home | USDA.gov | Site Map

Accessibility Staternent | Privacy Policy | Mon-Discimination Statement | www FirstGow, gov
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Step 31: Click on “Continue”

Note: You must wait 1 hour after
obtaining eAuthenticatin level 2
access before conducting business
though eAuthentication

Hfpws. sc.eqov.usda, govsiteminderagent/pwegi2fsmpwservicescgi. exe? SMENC=UTF-BRSMTOKEN={RC2}HigsVnsUHy JASALIQKiTLPSkdy JE AsuDhhWLIZE0-++DDAL

USDA  united States Department of Agriculture
ﬁ USDA eAuthentication

_— m— e B

Home : About eAuthentication: Help : Contact Us | Service Centers

[ Quick Links
& What is an account?

Change Password

Johnlonesl , your new password has been set,
Use this new passwaord the next time you log into your account,

b int
Upit s o

I Link a Cerhﬁc!te to your
Account

& Create an account

Administrator Links

» Local Registration
Authority Login

efuthentication Home | USDA.gov | Site Map

Accessibility Staternant | Prvacy Policy | Non-Discrimination Statement | www, FirstGou, gou

Congratulations! You now have eAuthentication level 2 access.
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PROCESSING CLAIMS ON-LINE IN THE CN PAYMENT CENTER

Child Nutrition (CN) Payment System: this system allows client’s to enter
claims electronically and to perform administrative procedures without leaving your
computer. The on-line entry of claims is easy, efficient and improves the speed and
responsiveness of the claim in comparison to the paper claims process. NOTE: This
system is part of the Food and Nutrition Service (FNS) and any questions and
concerns related to the CN Payment System can only be recognized through the
FNS and not through USDA eAuthentication helpdesk.

Once e-Authentication has been validated and accepted it is now time to process
monthly claims for reimbursement electronically. Some of the reasons to start this
process as soon as possible are:

e Turn-around for claim reimbursement will be quicker

e Errors will be corrected before the claim is submitted

e Postage, and Rejection/Error letters will be eliminated

We would like to bring the following items in this guide for on-line processing to
your attention:

e Complete enclosed Computer System Access Request Form (FNS 674) on
Page 14

e Forward to the address on the bottom of Page 15 at your earliest
convenience.

e Receive encrypted password and user ID. (Page 16)

e Go to ROAP website http://roap.fns.usda.gov (Page 17).

e Start on-line process from this website

e Warning screen (Page 18)

e Login with password and ID created by sponsor

e One time registration with encrypted password and ID (Page 19).

Screens shown on pages 20 -23 will have specific guidelines to assist in completion
of the on-line process.

12


http://roap.fns.usda.gov/

NOTE: e-Authentication Password Reset Change: Employees, contractors,
and state or local government eAuthentication users who need to have
their e-Authentication passwords reset, or who are having other eAuth
issues, can now submit their request to the
ENSEAUTHHELPDESK@fns.usda.gov rather than call or e-mail the USDA IT
Service Desk. Larry Blim in Financial Management and Shawn Jones in the
Office of Information Technology have been authorized to provide e-
Authentication support. Larry can be reached at 703-305-1548 and Shawn
can be reached at 703-305-2528.

13
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U.S. DEPARTMENT OF AGRICULTURE - FOOD AND NUTRITION SERVICE
COMPUTER SYSTEM ACCESS REQUEST

1. USER NAME 2 USDAEAUTH ID 3. DATE OF BEQUEST

Federal State Contractor x Other ROAP

4A, ORGAMIZATION 5. PERSONAL INFORMATION

34 TELEFHOME 5B. DATE OF BIRTH
4B ADDRESS a

SC, 20CTAL SECURITY WUNEBEE. sD. HOME ZIP CODE

(FINE MFC ismmal Usars Ooly)
m'a n'a

5E. EMAIL

§A. SUPERVISOE. GB. ENLATL &C. PHOWE

TA SYSTEM ACCESS SECTION

SYSTEM NAME FOERM / PAGE TYPE OF ACCESS ACTION BEQUESTED LOGIN ID
{Circle Your Program) -:E:E-:L‘.il?:.‘};:m&
School Lunch/Breakfast | Clam Claim Entry Add
Special Malk Claim Claim Entry Add
Summer Food Service | Claim Claim Entry Add
Child Cars Center Claim Claim Entry Add
Famuly Day Care Claim Claim Entry Add
TB. ORGANIZATION ACCESS
SYSTEM NAME:
8. COMMENTS, SEECIAL INSTREUCTIONS
2 APFROVALS
DECISION DATE OFFICIALS PHONE NUABEE
_ Apprave a. HO} or Fegional Depary Computer Securtty Officer
— Deny
_ Approve b. Supervisor or Authortzing Official for System:
_ Deny
10. DATE BECEIVED / PERS0OMN 11. DATE COMPLETED

FOFAL FN5-674 (10004} Previcn: Editions Obsalece
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INSTRUCTIONS FOR COMPLETING FORM FNS-674
FNS COMPUTER SYSTEM ACCESS REQUEST
(Revised 7/12/05)

The following instructions are being provided to assist you in completing the FNS-674 form.

A w0 b

SA.
SB.
5C.

SD.
SE.
6A.
6B.
6C.
TA.

7B.

9.

USER NAME - Print or type name

USDA EAUTH ID - Print or type ID used to obtain Level 2 account.

DATE OF REQUEST - self-explanatory

ORGANIZATION - Print or type name of agency

ADDRESS - Print or type agency address

TELEPHONE - Print or type telephone number.

DATE OF BIRTH - Leave blank; not applicable to CN PAYMENT CENTER

SOCIAL SECURITY NUMBER - Leave blank; not applicable to CN
PAYMENT CENTER

HOME ZIP CODE - Leave blank; not applicable to CN PAYMENT CENTER
EMAIL - Print or type your email address

SUPERVISOR - Print or type name of your supervisor

EMAIL - Print or type your supervisor’s email address

PHONE NUMBER - Print or type your supervisor’s telephone

SYSTEM ACCESS SECTION
SYSTEM NAME - Please circle your program

SYSTEM NAME - Print or type CN PAYMENT CENTER and your 5 digit
sponsor number

COMMENTS, SPECIAL INSTRUCTIONS - Type or print any comments or
special instructions

APPROVALS - Leave blank; to be completed by Regional Office

Please forward your 674 form to:

USDA, Food and Nutrition Service
Mercer Corporate Center

300 Corporate Blvd.

Robbinsville, New Jersey 08691-1598
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After we receive the
completed and signed
FCS-674, the user will
be given authorization to
access the CN Payment
Center.

We will mail you back a
letter which looks like
the one to the right.

The important part of the
letter is an encrypted
password (circled in red)
that will enable you to
access the CN Payment
Center.

The user ID is your 5
digit sponsor/agreement
number

USDA
=..-_“"'-—._-
United States

Department of
Agriculture

Food and
Mutrition Service

Mid-Atlantic Region

200 Corporate Blvd
Robbinsville, NJ
0&EE1-1508

Di=ar Sponsor:

‘our request to have an account for the Intermet version of the Child Mutrition (CN) Payment Center is approved.
This leter pravides you with one of your user passwords and step-by-step instructions to obtain a USDA
efuthentication account and access our CH Payment Center.

For one fime only {the first time you log onto our Child Nutriion Payment Center), you will need two User I1Ds and
fwo passwords:

11 You have to go to hitp:/fwew.eauth egov.usda gov and register for a Level 2 acocount USDA
ehuthentication is a securs gateway that must be used by any individual or organization that chooses to
conduct electronic business with the Federal government. Once your account is activated, you can then
aoss our CH Payment Center.

2) The second User 10 and password is to give you direct, sscure access to the CN Payment Center. This ID
and password will only be used once. After you log in the first time, the two 10s will be synchronized and you
will only use the USDA eAuthentication User |0 from that point on. Here is the s=cond 1D information:

Program: Mational School Lunch and Breakfast Program
Password,
User ID:
Wa have attached detailed instructions that will help you register for your USDA account, successfully log info

our TN Payment Center, and submit your claims for reimbursement online.

We belisve this new system is easy-to-use and will greatly expedite the processing of claims for reimbursement
and other information on your program. If you have any questions, please do not hesitate fo call the hotline at
(B09-258-5129.

Child Mutrition Payment Center

UUSDA, Food and Muiriion Senvice

320/2006

Aftachment

The Food and Mulrition Service | an agency
of the Deparment of Agriculturs

A Equal Cppartunity Pravider and Employer

Once you have obtained you eAuthentication login and received the encrypted
password letter, you are ready to log into the Child Nutrition Payment Center.
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When you are ready to login into the CN Payment Center for the first time, make sure you have the

following information in front of you:

1) The User ID and password that you established through eAuthentication.

2) The letter you received from FNS with the encrypted password.

In order to enter the Child
Nutrition Payment Center, you
must go through our website at
http://roap.fns.usda.gov

Note — You will have to go
through this page every time
you enter the Payment Center

Before you go any further,
either bookmark this page or
save it as a favorite in your
browser.

A You must use Microsoft
Internet Explorer, version 5.0
or higher, in order to access
The CN Payment Center.

Step 1: Click on “Log in to
Payment Center” in one of two
places on the webpage.
(Shown by arrow)

3 Special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS

JEi\e Edt Wew Favortes Todls  Help

=8|

Iy
u

Food and
Nutrition
vice

Log In To Payment Center
Set Up A USDA Account

Instructions For Setting Up An
Aceount

Uparading an Old Account to
Level 2,

Download FCS-674

narder to view and download documsnts on
hls slts, jouneed Adobe Acrobat Reader, ou
oan domload a s sopy by clshing on the loge

Get Acrobat®
ﬁeader}"

S

Child Nutrition Payment Center

Wielcome to our Internet payment ystem. 'With this Internet-based system, you wil be able to enter claims electronically. W think you wil find that the
on-ine ertry of claims is easy, efficient and improves the speed and responsiveness of the Payment Center. Vith the Internet version of your system,
YOI G

o Submit claims on-ine, avoiding any mailing delays and expediting your payment;

o Getimmediste feedhack on any claim errors and correct them on-fine;

o Bee the calculated amount of reimoursement for your claim,

o Review your agplication and spproval information;

In order to conduct online transactions, you must do the following:

1)1 you have never used this payment system, you must register for 2 USDA eAuthentication level 2 account, You wil need both to register on
the USDA eAuthertication web site and present identificstion st a USDA office. Click here for step by step instructions for registering. Click here for a
list of participating USDA offices where you can present your identification

Mote: Existing users that have already registered for Level 1 accounts must upgrade their accounts by following internet based steps for
upgrading their account and presenting idertification st 2 USDA office. Click here for step by step instructions for upgrading to a level 2 account
Click here for a list of participating USDA offices where you can present your identification.

21 Complete and submit to us (.‘nm]llltel‘ System AccessRe quest (FCS-674) form. You can download the form and ingtructions by
clicking here or inthe menu to the left. After we receive this request, you wil be izsued another encrypted pazsword. This pazsword will gain you
access to our CN Payment Center and will orly be used one time. After you log in the first time with vour efuthertication user ID and then your Child
Mutrition password, the two passwords will be synchronized and you will only use the eduthertication user [0 from that poirt on,

SYSTEM ALERTS AND FAQ's - Inthe future, we wil
et up & Frequertly Asked Guestions (FAQ's) page to &

e thiz home page to alert youto importart news regarding the paymert system. Ve will alzo
25 Common guestions regarding the system

Log o CH Payment Center

If you enconnter any problems or need e, please complete our Cl Support Farm (click here).
Someone will get back te you right away. You may alse call our ROAP Help Line at (609) 259-3129.

17
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http://roap.fns.usda.gov/

You will first see this warning
page. Just click on “Continue”
to proceed.

The login screen is shown to
the right.

Step 2: Enter your User ID
and password that you set up
through the eAuthentication
process. (NOT the encrypted
password we mailed you in the
letter.)

Step 3 : Click “Login”.

A If you ever forget your
password, you can come to
this page and click on “Reset
My Forgotten Password” (red
circle) and a new password will
be emailed to you in a few
minutes.

A If you have any problems
logging into this page, you
have to contact the
eAuthentication support by
clicking on “Contact Us”
(circled in blue)

/3 warning! - Microsoft Internet Explorer provided by USDA FNS

=15]x]

Ele Edit Wew Favorites Iools  Help | ’l’

Qﬁack - e - |ﬂ @ _;j|/._75earch *_i\?Favur\tEs @ vredia {43‘ rEd :f ] - _J Fe i §

| Address [ ] hrtpsifiows.sc.egov.usda govisiteninderagent/dmsformsflagin_banner foc?TYPE=335544338REALMOID=06-See86903-4c1 3-424b-a5cf-65351 esdsisaaUID=asMALTHREASON=(~ | ] Go

USDA  united States bepariment ot Agriculture
= USDA eAuthentication

Home : About eAuthentication: Help | ContactUs | Service Centers

Unauthorized access to this United States Gowernment Computer System and software is prohibited by Title 18,
United States Code 1030, This statute states that: Whoever knowingly, or intentionally accesses a computer
without authorization or exceeds authorized access, and by rmeans of such conduct, obtains, alters, darmages,
destroys, or discloses information or prevents authorized use of {data or a computer owned by or operated for)
the Government of the United States shall be punished by a fine under this title or imprisonment for not more than
10 years, or both.

Cancel Continue

eAuthentication Home | USDA.gov | Site Map

Accessibility Statement | Privacy Policy | Non-Discrimination Staterment | www, FirstGov. gow

7} usDA Web Services Log-In - Microsoft Internet Explorer provided by USDA FNS _&] x|

JEi\e Edit  Wiew Favorikes  Tools  Help ‘ ’,’

J Oﬂack - ‘\_;l - Ij @ 7;j ‘ /:j Search \:":(Favor\tes wMedia €}| - ‘_f ] - J ﬁ ﬁ

| address [&] https: fpws.sc eqov usda.gov/steminderagent/dmsformsflogin_main,Fec?TYPE=33554 433BRE ALMOID={6-See869c-4c13-424b-a5c-65351 e5d57fSRGLID=asMALTHREASON=08. ¥ | [ Go

USDA. nited States Depariment ot Agriculture
& USDA eAuthentication

| Quick Links
|- What is an account?

I Create an account
User ID: | Want To...
I Update your account

I Link a Ceriificate to your Basswond:
Account

= Change My Password

Administrator Links

I Local Registration
Authority Login

Enter User Id and Password in
the spaces above.

efuthentication Home | USDA.gov | Site Map

Accessibility Statement | Privacy Policy | Hon-Discrimination Statement | www, FirstGov, gov
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You have now entered the
home page of our Child
Nutrition Payment Center
(shown to the right).

You are first asked to select
the program in which you
participate from the drop down
menu (indicated by the arrow).

Step 4: Select the program
and hit “Go”.

Step 5: You must now type in:

1) Your User Name (5-Digit
sponsor number) and;

2) Encrypted password that
we sent to you.

Step 6: Click “Register”

Note — You only have to do
this step the very first time you
log on. From this point on,
your account will be linked to
your eAuthentication User ID
and password.

=18 x|
Fle Edt Yew Favortes Iooks Help | &
eBack - &) - D @ \h‘piﬁarch *Fewrltes A Hedia @‘ B- ; a8 3

netdress [ =L

USDA -
I I q b | =l
Food & Nutrition Service

Child Nutvition Payment Center

Warming, Unauthorized access 1o this United States Govemment Computer System and software is
prohibited by Title 15, United States Code 1030. This statute states that: Whoever knowingly, or
intentionally avcesses a computer without authorization or exceeds authorized access, and by
means of such conduct, obtains, alters, damages, desttoys, or discloses information or prevenis
authotized use of (data ot & computer owned by ot ogerated fof) the Government of the United
States shall be punished by a fine under this tiile or imprisonment for not more than 10 years, of
both. THERE [ NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel suay give to law
enforcement officials any potential evidence of crime found o USDA computer sysiems

Food and
Nutrition

Service

Child & Adult Care Food Program
Famil

=

3 Special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS

L8l special tutrition Programs < Hicru o L=< e 1]
Fle Edt Yew Favortes Toos Help ‘ ”
eﬁa(k &) - D @ \M/Osﬁmh *Favnrutes A et @‘ EB' ; a8 3
niress [B]

B>

| FNs Programs =

Child Nutrition Payment Center

Wamning, Unauthorized access 1o this United States Government Computer System and softwate is
‘hibitedd by Title 12, United States Code 1030. This statute states that: Whoever knowingly, or
intentionally accesses a computer without authorization o exceeds authorized access, and by
tmeans of such conduct, obtains, alters, damages, desteoys, or discloses information ot prevents
authorized wse of (data or a computer owned by or operated for) the Govemnment of the United
States shall be punished by a fine under this tiile ot imprisonment for not more than 10 years, ot
both THERE IS N RIGHT OF PRIVACY IN THIS SYSTEM. System personnel mag give to law
enforcement officials any potential evidence of crime found on USDA computer systems

=I Lunch & Breakfast Programs = 5'

Food and
Nutrition
Service

Type in User Name and Password

ONE TIME USE ONLY!I!
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This is the main menu screen
from which you will select all
activities.

In the next few slides, we will
discuss each of the menu
options available to you.

Select Year

The first thing you must do is
select the appropriate year for
the activity you want to
perform. The default is the
current program year.

For sponsors in the Lunch,
Breakfast and Milk Programs,
the program year runs from
July to June. So, for instance,
if you wanted to submit your
September 2005 claim, you
would select “2005-2006".

The Summer Feeding Program
year runs from October to
September.

E =151 x|
Ble Edit Wew Favortes Tools  Help ‘ aw
eﬁack - @ - B @ @|p5&arch *Favw\tes A pedia @‘ 8- ,;\ﬁ D a3
adress [{€] hetpsjfrobfroapMainsmitch. sspx B>

NS

Food & Nutrition Service

ET— ]
ET—
ET—
T

Food and
Nutrition
Service

7] Special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS —l& x|
Fle Edt Wew Favorites Toos Help ‘#

Q- 0~ ) @] (] s Joreone @ @ - 3 B

Addvess [{E] htp: frobroap{ainswich, aspx

BRi= S

FNS|s
Food & Nutrition Service

School Lunch & Breakfast Programs
Account: (11111 User Level: |Sponsor

20052006 =
= |eooo0zom -
2001-2002

Food and H
Nutrition

Service
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Instructions

This menu option provides
you with instructions for
completing the forms that
you must send to us from
time to time.

Approvals

At the present time, the only
option you have is to view your
approval information.

This is helpful if you want to
review changes that you have
made (and we have approved)
in the past, such as number of
schools, enrollment and non-
operating months.

File Edt WView Favorites

23 Special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS

Tools  Help

@aa(k -0 - [x] [3) ©|pﬁear[h ¢ Favories @) Meda ®| @- & L &

adiress ] htpijronroap/Mairsnitch, ssp

Food & Nutritior

Food and
Nutrition
Service

VIEW Application Instructions
iew Claim Instructions
“iew Site Instruclions

R

£} special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS

Bb B Wen Fomis Gk [ | &
esack-@-@ @©|p523rch 57 Favorkes @Y Media @\B-&Dﬁ-ﬂ
tdress [ 8] httpijjrobifrospMainsmitch, aspx Fl@e

FNS|s

Food & Nutrition Service

Food and
Nutrition
Service

[School Lunch & Breakfast Programs

[Acount: |[11111 |Usar Level: [Sponsor
2005-2006 2

T ) | T

T ] | TR
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Claims for Reimbursement Lok om oo Fwoter ook g0
JeBack - @ - E @ L{:] ‘psearch *Fa\mr\tes A veda @| 8. & D i 3

This is the option that you will S s 38
use most often. You can FNS %

perform two activities: ——

School Lunch & Breakfast Programs
ecount: |[11111 |User Level: [(Sponsor
2005-2008 =

T ) | T —
Food and ) | T —

Nutrition

1) View Claim — This allows
you to view any claim that you
have submitted in the past.

2) Submit Claim — This is the Service Er [ | EER -
option you would select to o

enter and submit a claim for —

reimbursement online.

]
Financial Functions
2} special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS =18]x|
The Optlon "VIEW | Ble Edit view Favortes Took elp | &
. " Back - () - E @ /;] Search *Favw\tes A veds 7 o= L JE 3
Transactions” allows you to P@,,,/“"O Lec 2 e
view or print a summary of USDA s rogens 2
P y NS/

transactions that have been Fooq & Nuirion Service
completed for your
organization for any given
period of time. These
transactions would include
program payments, advances
issued or collected (for REIISh

i S
appropriate programs), other —
credits or debits to your
account.
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|3 Special Nutrition Programs - Microsoft Internet Explorer provide I =] |
RateS Fle Edt Vew Fawortes Tools Help
Q- © - %] 2] {h|pSEarch 57 Favorkes @Y Media @‘ S i a3

Adress [ ] hetp:fjrobslrozpiasmitch, assx = &8s

With this option, you can view TN
P y FNS r

the Federal rates of v s
reimbursement for every meal
type for any period of time.

“View Rates” — Most
sponsors will use this option

Food and
Nutrition
Service

[ || e re—

“View DOD Rates” — This S e

option is used by Dept of
Defense schools that
participate in our programs.

Future Enhancements
We plan to offer the following enhancements to the Child Nutrition Payment Center:

1) There will an option for sponsors to submit their annual application information online, rather
than mailing it in to us.

2) At that same time, you will have the capability to view the application information and make
changes as appropriate.
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